





IDENTITY CARD NUMBER 


Date 


Mr/Ms Name


I am pleased to inform you that I have approved your assignment as ______________________________.  During the period of assignment you will retain your substantive grade (and your salary will be topped up to Salary Scale _____ [€___________ x _____________ - €_____________ per annum], together with a fixed allowance of ______ of your substantive basic salary)[footnoteRef:1]. [1:  Insert or omit the text in brackets as applicable.] 


This assignment is for a period of _______________________________with effect from______________________________ (and is subject to a trial period of ______________ with effect from ______________________)[footnoteRef:2]. [2:  Insert or omit the text in brackets as applicable.] 


You are to perform duties in the _______________________________ within the _____________________________________.

Your assignment will be terminated in the case of unsatisfactory performance, in which case you will revert to your substantive grade and corresponding salary.  (The above mentioned top-up increase and allowance shall cease.)[footnoteRef:3] [3:  Insert or omit the text in brackets as applicable.] 









____________________
Name
Director General / Director
